Steps by Steps on How to File a Weekly Claim

& Work Search Logs
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These examples are for general guidance and will appear for individuals required to look for work. If you
are attached to an employer, you will have slightly different questions.



Please keep in mind this example is for general information only. Your individual closing statement may
be different, depending upon the answers you submitted during your weekly claim.
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Read the confirmation statement.
If you are ready to enter work search information click on (here)

If claimant is Not ready to enter work search log, claimant will have UNTIL SATURDAY to
complete the work search log.
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Once the claimant reaches the Work Search Log entry screen, enter all or part of the two
required work search contacts for the week indicated at the top of the screen.

(a) The employer name is required in each of the Employer Details.

(b) If the Date of Contact is entered, it must be a valid date.

(c) If the phone number is entered, it needs to be a completed phone number.
i. Claimants can cancel off this screen, but will lose information not submitted.

ii. Claimants can provide/submit partial information on this screen to modify or add to their
employer contact information up to the time the week closes (midnight Saturday).
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IMPORTANT:

Claimants must have a current claimed week in the Benefit Payment System to have a current week
available to record a work search. For instance, if a claimant has not claimed a benefit week because he
or she just started a claim, that claimant will not be able to log a work search. Once a week is claimed,
the claimant will have until the following Saturday at midnight to complete the work search.
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